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Policy and Project Officer (Level 5) 

Position Title: Policy and Project Officer 

Classification: SCHADS Award – Level 5.1 ($53.43ph)  

Employment Status: .8 FTE 

Reports To: Operations Manager 

Term: Fixed term to 30 June 2027 

 

 

Position Purpose 

The Policy and Project Officer is responsible for leading policy development, systemic advocacy, 
and project coordination to support the organisation’s role in consumer participation, capacity 
building, and mental health systems reform. 

The role ensures that lived experience perspectives are gathered, analysed, and translated into 
meaningful policy advice, advocacy positions, and sector contributions. This position plays a 
critical role in delivering the organisation’s obligations under funding agreements, including 
contributing to the development, planning, and evaluation of mental health services. 

The role also coordinates organisational input into national activities, including participation in 
the National Mental Health Consumer Alliance, ensuring that Tasmanian consumer perspectives 
are reflected in national reform agendas. 

 

Key Responsibilities 

1.  Policy Development & Systemic Advocacy 

• Lead and contribute to the development of policy submissions, position papers, and 

advocacy materials 

• Analyse emerging mental health issues, reforms, and system changes 

• Translate lived experience feedback into evidence-informed policy advice 

• Support the organisation to provide independent consumer perspectives to policy 

development, planning, and evaluation 

• Promote the rights and responsibilities of mental health consumers through policy and 

advocacy work 
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2.  Consumer Feedback & Evidence Gathering 

• Coordinate mechanisms to gather consumer feedback, including:  

• Regional advisory groups 

 

3. Surveys and consultations 

 

• Stakeholder engagement processes 

• Analyse and synthesise feedback to identify trends, issues, and priorities 

• Ensure feedback informs organisational advocacy, reporting, and policy contributions 

• Support the organisation to engage with consumers across the state to ensure current 

and relevant lived experience input 

 

4. Project Coordination 

• Plan, coordinate, and deliver projects aligned with organisational and funding priorities 

• Develop project plans, timelines, and deliverables 

• Monitor progress and ensure projects are completed on time and within scope 

• Coordinate cross-functional work with operations, communications, and program teams 

 

5. National Mental Health Consumer Alliance Coordination 

• Coordinate organisational participation in the National Mental Health Consumer Alliance 

• Prepare briefing papers, submissions, and responses for national consultations 

• Facilitate input from Tasmanian consumers into national discussions 

• Represent or support representation of the organisation in national forums as required 

• Ensure alignment between state-based advocacy and national priorities 

 

6. Sector Engagement & Collaboration 

• Build relationships with government, sector stakeholders, and community organisations 

• Provide advice to stakeholders on consumer issues and systemic priorities 

• Contribute to sector consultations, working groups, and reform initiatives 

• Support collaboration across the mental health sector to strengthen consumer 

participation 

• Assist at times with other organisational tasks 
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7. Program Support & Integration 

• Work closely with the Consumer Representative Coordinator to integrate policy insights 

• Support development of frameworks that strengthen consumer participation and 

representation 

• Contribute to organisational strategies and program development 

 

8. Data Analysis & Reporting 

• Collect, interpret, and analyse qualitative and quantitative data 

• Contribute to service delivery reporting aligned with funding requirements and KPIs 

• Track engagement, participation, and advocacy outcomes 

• Develop reports, briefings, and case studies demonstrating impact 

 

9. Communications & Content Development 

• Develop policy briefs, reports, consultation responses, and advocacy materials 

• Translate complex policy issues into accessible formats 

• Collaborate with the Communications Manager to support publication and dissemination 

 

10. Continuous Improvement & Best Practice 

• Identify emerging trends and best practice in consumer participation and advocacy 

• Contribute to continuous improvement of policy and engagement processes 

• Support evaluation of organisational impact and outcomes 

 

Key Selection Criteria 

Essential 

• Experience in policy development, research, and planning, coordinating and delivering 
projects within agreed timeframes. 

• Understanding of mental health systems, reform, or community services 
• Demonstrated ability to analyse and synthesise complex information 
• Strong writing skills, including reports, submissions, and briefs 
• Experience engaging with stakeholders and facilitating consultation processes 
• Ability to work collaboratively and manage multiple priorities 
• A lived experience of mental health challenges 
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Desirable 

• Demonstrated understanding of consumer participation frameworks 
• Experience working with consumer representative or advisory structures 
• Experience contributing to national policy or advocacy processes 
• Knowledge of Tasmanian and national mental health sectors 

 

Key Performance Indicators (KPIs) 

• Quality and impact of policy submissions and advocacy outputs 
• Effective coordination of consumer feedback into policy development 
• Contribution to national advocacy through the Consumer Alliance 
• Timely delivery of projects and reporting requirements 
• Evidence of influence on policy, planning, or sector outcomes 
• Strength of stakeholder relationships and engagement 

 
 

Values & Behaviours 

• Commitment to lived-experience leadership and consumer participation. 
• Integrity, professionalism, and accountability. 
• Respect for diverse perspectives and inclusive practice. 
• Commitment to continuous learning and improvement. 
• Actively contribute to a collaborative team environment by supporting colleagues and 

assisting with organisational initiatives and other duties, as reasonably required, to 
achieve shared organisational goals. 
 

Work Health & Safety 

• Comply with all WHS policies and procedures 
• Contribute to a safe, inclusive, and supportive workplace 
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How to Apply 

Please submit: 

• A cover letter 
• Your CV 
• A document addressing the Selection Criteria and Other Mandatory Requirements 
• Please note only applicants that provide a cover letter, CV and separate address to the 

selection criteria will be considered. 

Email to: 
admin@mhlet.org.au 
03 6223 1952 

Applications close:  20 July 2026 
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